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KAHPOBBIE OCOBEHHOCTH JEJOBBIX IIMCEM

Hapoumiera X.A.

Heanb

AyTeHTHUYHbIE [€JOBble THMChMA KJIACCU(ULIUPYIOTCS C TOYKH 3PECHHS
UCIOJIb30BaHHBIX B HUX JIEKCUKO-(PPa3e0IOrHYeCKUX COUETAHUI.

MeTon uiiM MeTo10/10TUsI IPOBeIeHUsI padoThI

B crarbe MCTONB3YIOTCS CIIEIYIONINE METO/bl: CEMUOTUYECKUNA METOMA, METO]
CIUIOITHOW  BBIOOPKM, KOHTEKCTYyalbHBIM aHaiu3, JACQUHUIIMOHHBIA aHaJIu3,
CPaBHUTEJIbHBIA METO/I, COIOCTABUTENbHBINA METO/I.

ObsacTh NpUMeEHEHHS Pe3yJIbTAaTOB

PaGota mpexacraBiseT WHTEpEC A CHEUUAIMCTOB B OOJACTH JIMHTBUCTUKHU
TEKCTa, A3bIKa JJIs CIIEHUATBHBIX LEJIe U aHTITUICKOTO s3bIKa 1€I0BOTr0 OOIICHUSI.

KuaroueBble cjoBa: jenoBoe MNHCbMO, KiaccUu(UKanus, >KaHp, JIEKCHKO-

(bpazeonornueckue coueTaHusl.

BUSINESS LETTERS GENRE PECULIARITIES

Derbishewa Kh. A.

Purpose

Authentic business letters are classified according to lexico-phraseological
collocations used in them.

Methodology

Semiotic method, descriptive method, method of continuous sampling.
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Practical implications

The paper is of interest for specialists in the fields of Text linguistics, English
for Specific Purposes and Business English.

Keywords: business letter, classification, genre, lexico-phraseological

combinations.

dopmar U opopMiieHHE — 3TO BECbMa Ba)KHbI€ YACTH JEJIOBOTO OOILEHHUS B
nucbMeHHOM ¢opme. TeM He MeHee cienyeT MOJYEpPKHYThb, YTO OCOOYIO POJib B
3 PeKTUBHON MHUCHMEHHON JE0BOM KOMMYHHMKAIIMHM BBITIOIHSIET CaM TEKCT M €ro
conepxkanue. [lo 3Tol mpuuymHEe NpeacTaBIsAETCS LEIECO00pa3HbIM PACCMOTPEHUE
TAaKOro JTama B KaTeropusaluy wmaTepuana, Kak xaHpoBas aud@epeHnmranms
JIEJIOBBIX MMHCEM.

CnemyeT OTMETUTb, YTO JIEJIOBOE MHChMO, KaK TMPaBWIO, MHUIIETCA IO
OTIPEICJICHHON TIPUYUHE U C OTIOPOM Ha CYIIECTBYIOMIME (M CTABIIUE MPUBBLIYHBIMH )
crocoObl MUCHbMEHHOTO 0(hOPMIICHHUS BhICKAa3bIBaHUSI. MOXKHO CO BCEM YBEPEHHOCTHIO
yTBEpKAaTh (HaKT KOAUDHUITUPOBAHHOTO XapaKTepa J1eJI0BON KOPPECIOHACHIINH.

CocraBuTeny KHUT W IMOCOOMN MO JEJIOBOM KOPPECHOHACHIIMU MPHUBOJIST
00pa3sIfhl IEJIOBBIX MTUCEM, OTHOCSIIITUXCS K Pa3HbIM )KaHpaM, U UX KJacCU(pUKAIIUU HE
BCErJla COIMOCTAaBUMBI C TOYKH 3pEHHUS 4YHuciaa pyOpUK W Ha3BaHUU ISl UX
o6o3HaueHus1. [lonbITku KiaccuUIMpoOBaTh JEIOBBIC MUChMa HAa aHTJIMMCKOM SI3BIKE
MpeANPUHUMAIIUCH ¢ JaBHUX mop. OMHUM W3 HanboJiee paHHUX MPUMEPOB SBIISICTCS
knaccudukanus B.B.Cxorra u ®@.B.bpes, coctaBnennas B 1914 r. u Briouarorias
cienyromue Tunsl ucem: 1) circulars, 2) offers of service, 3) information
and references, 4) commissions and orders, 5) notes on telegrams, 6) forwarding
goods, 7) money matters and payments, 8) claims and debts, 9) letters of
introduction and credits, 10) arrangements and failures, 11)
advertisements and letters referring to vacant situations [7].

3apyOexHbie U oTedecTBeHHBbIE crienuanuctsl (Pogauk 2004; Kytauit 2005;

Taitmop 2005; Aberr, berndopn 2006; Cymunckuit 2007; IlleBeneBa, CxBopiioBa
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2008; I[MmukoBa 2008) BHojsHE OOOCHOBAHHO YKAa3bIBAIOT HA CBS3b COJEPKAHUS U
*KaHpoBoH crienuduku. Becbma none3Hoi B KOHTEKCTE 00CyX1aeMoi MpoOIeMaTuKU
MPECTaBIACTCS MBICIb U3BeCTHOTO (puitonora M.M.baxTuHa 0 TOM, YTO «CIbIIIa
Yy)KyI0 pedb, Mbl YK€ C TMEpPBbIX CJIOB YrajplBaeM >KaHp, IpeayraabiBaeM
OTpeJieieHHbI 00beM, ONpeeIeHHOE KOMIIO3UIIMOHHOE MOCTPOEHHUE, MPEIBUIUM
KOHEIl, T.€. C CaMOro Hayajia Mbl 00JlalaéM OUIYUIEHHUEM PEUEBOr0 ILIEJI0r0, KOTOPOE
3atem nuddepeHnupyeM B npoiiecce peun» [2, ¢. 257 — 258]. K.A.JlonmuHuUH nUmieT,
YTO «IIOHSTUE PpEYEBOM JKaHp LeEeJIecoo0pa3HO CBs3bIBaTh HE C PEUYEBBIMU
NEUCTBUSIMU, KOTOpPbIE MOTYT OBITh pe€aju30BaHbl B OJHOM 3JE€MEHTApHOM
BBICKa3bIBaHUM, & C TEKCTAMH WJIM C TAKUMHU OTPE3KaMU JIMaiora, KOTOPbIM MPUCYIIA
TeMaTU4eCKas W/WIH JIOTUKO-TIparMaTuyeckas 3aBepIieHHoCTbY [3, ¢. 7].

OO6patumMcst K MaTepHany:

Bredgade 51
DK 1260
Copenhagen K
Denmark

6 May 20

Compuvision Ltd

Warwick House

Warwick Street

Forest Hill

London SE23 1JF

UK

For the attention of the Sales Manager
Dear Sir or Madam

Please would you send me details of your DVD video systems. I am particularly interested in the
Omega range.

Yours faithfully

B. Kaasen

(Ms) B. Kaasen

(12,¢c.9)
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CrnoBa, WCIIOJIB30BAaHHBIC MHINYIIUM, BXOJSIT B COCTAaB TaKHX JICKCHUKO-
dbpazeonornueckux codetaHuid, kak send details of] be particularly interested in.
HecMoTpst Ha OrpaHMYEHHBIH MaTepuai, YUTAOIIUN 0e301TMO0YHO BHIUT B OTOM
MUCbME JKaHp: OYEBHIHO, YTO OCHOBHOH (YHKIMEH JIEKCUKO-PPa3eoTOruIecKux
COUYETaHUH B COCTAaBE MMCHMEHHOTO BBICKA3bIBAaHUS M3 JIBYX MPEII0KCHUN SBIISCTCS
coOCTBEHHO BhIpakeHUE MPOCKOBI WIIK 3ampoc, T.¢. letter of enquiry.

JIJIsi TIOATBEPIKIACHUST BBICKA3aHHBIX COOOpaKEHUH PacCMOTPUM aHAJIOTHYHOE

IIMCBbMO:

[date]

Customer Service Department
Lanyard’s Incredible Whistle Company
45 Pencil Lane

Hershfeld, Wisconsin 34334

REQUEST FOR LANYARD’S INCREDIBLE WHISTLE COMPANY CATALOG

I saw an advertisement for your company in Incorporated Magazine offering a free catalog of
your company’s products. Please send me four copies of your catalog so I can share them with
our sales force throughout the Midwest.

Thank you very much. I look forward to receiving the catalogs of your company’s exciting
products.

ALAN FORTONE
(14, c. 373)

C Ttouku 3peHHsS O(DOPMIICHUS ITO MHUCHMO SIBISIETCS HE CTOJBKO 00pa3ioMm
[ETBHOOIOUHOTO (popMaTa, CKONBKO €ro MoauduKaiuei: B HEM OTCYTCTBYIOT
BCTYNHUTEIbHOE  oOpamieHne ¥ 3aKIlouMTenbHas  GopMmylia  BEXKIUBOCTH,
BBIPABHUBAaHHE TEKCTa OCYIIECTBICHO MO JIEBOMY Kpaw. Bce 3To ykas3piBaeT Ha
ucrnoyib3oBanue Tak HaszbiBaemoro simplified block style, T.e. ympomieHHoro
o6mounoro Qopmara. YHpoleHue, OJHAKO, HE OTPAHUYMBACTCS CHATHEM TeX WIIH
WHBIX OJIOKOB, TaK KaK B SI3bIK M CJOT MHCHbMa MPOHUKAIOT (pa3bl U3 YCTHOU
pasHOBUAHOCTH oOIIeHus1, Hanpumep Thank you very much, ucnosib3oBaHHOE B

Ka49CCTBC OTACIBHOI'O NPCIIOKCHHUA B 3aKIITOUYUTCIIBHOM BBICKA3bIBAHUU.
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Hapsmy C 06H_ICYHOTPC6I/ITCHBHBIMI/I TCPMUHAMHU AHTJIMUCKOTO SI3bIKA ACJIIOBOI'O

obmenuss — company, catalog (cp. BrE catalogue), product, copy, sale — B
paccMaTprBaeMOM NHUCbME HCIIOIb30BaHbl: BexiuBas (pasza Please send me ... u
LEBIN psiJl YCTOMYMBBIX codyeTaHu see an advertisement for ... in ...| offer a free

catalog ...| send copies of ...| look forward to ...| receive the catalog of ..., koTopsie
CBUJICTEILCTBYIOT O TOM, YTO paccMaTpUBaeMoOe MUCHMO €CTh €Ile OJMH 00pasell
PacCMOTPEHHOTO BBIIIE MHChMa-3ampoca.

[epetinem K pacCMOTPEHUIO CIEAYIONIETO 00pasia:

1 November 20

Your ref.:5769F/KED
Our ref.:GE/tt

Societe Misr de Filature

Et de Tissage Fin
KAFR EL Dawar A.F.E.

Egypt
Dear Sirs
Thank you for your letter of 17 October.

We hereby confirm your Purchase Order Ne 5769F/KED for 5,000 rubberized spindles for Northrop
looms, total price £4,190.00, FOB U.K. port, payment to be made by confirmed L/C.

We note your Conditions of Shipment and confirm that the order will be effected as per the
provisions of your Insurance and Fright Circulars.

As requested we enclose a new pro-forma invoice and ten copies thereof.

We trust the goods will arrive punctually and in good condition and look forward to doing further
business with you in future.

Yours faithfully
LUPTON BROS LTD
G. Etherington
Export Manager

Encs

(1, c.42)
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K xakomy u3 ’KaHpPOB JI€TTOBOM KOPPECTIOHAEHITNH OTHOCUTCS 3TO TUChMO? Jliist
OTBETa Ha MOCTABJICHHBIN BOIIPOC HEOOXOIMMO POAHAIN3UPOBATH KOHICTITYAIbHYIO
COCTaBJISIIONIYI0O Pa3BEPHYTOI'O BBICKA3bIBAHMS M HWCIOJIB30BAHHBIC JIEKCHKO-
bpazeonoruveckre codeTanus. llepBoe TpemIOKEHHE SBISIETCS  HACTOJBKO
MPUBBIYHBIM IS ACIOBOW MIEPETHCKH, YTO OMPECIUTh MO €r0 CMBICTY YKaHpP ATOTO
MUChMa HEBO3MOKHO. KITFOUEeBBIM B 3TOM IUTaHE CTAHOBHUTCS BTOPOW ab3all IJIMHOHN B
NpeJIOKEeHNE: UMEHHO 3/IeCh HCIOIB30BaHO ycToiumBoe coueraHue We hereby
confirm your Purchase Order ... . 3a HUM cleayOT B BHJI€ NIEPEUUCTICHUS APYTHE
COCTaBJISIIOIINE, KOTOpPHIE COBOKYITHO YKa3bIBalOT HAa TO, YTO PacCMaTpHBacMOe
MUCHMO OTHOCHUTCSI K TaKOW Pa3sHOBHIHOCTH JEJIOBBIX MHCEM, KaK TOATBEPKICHUE
3akasa — auen. confirmation of order.

[lpuBenem eme oawH oOpasenl A WUTIOCTPALIMHA CBS3H COACPKAHHS C

OIIPCACICHHBIM JKAaHPOM:

PAYTON’S PLASTICS, INC
123 Main Street
Philadelphia, PA 17512
(800) 555-1234
WWWw.anycomapany.com

September 16, 20

Ms. Cybel Megan
FRAMES-BY-YOU

2 Any Street
Philadelphia, PA 17503

Dear Ms. Megan:

We are pleased to have received your order of September 15 and would like to welcome you as a
new customer of Payton’s Plastics.

Your order (Ne62997) for one dozen 4X5 sheets of 1/8 Lucite is being processed and will be ready
for shipment on September 21. It will be delivered to your workshop by our own van, and payment
will be c.o.d. (our policy for all orders under $100).

We are sure you will appreciate the clear finish and tensile strength of our entire line of plastics.
Ms. Julie Methel, your sales representative, will call on you soon with a catalog and samples.

Cordially,
PAYPON’S PLASTICS, INC

Howard Roberts
Customer Relations

(6, c. 198)
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B 53ToM mmchMe COCTaBHUTENh BOCIOJB30BAJCS OCHOBHBIMH 3JIEMEHTAMHU
LEeIbHOOJI0YHOTO (opMarta, Hampumep: OopULIUATBHBIN OJaHK (UPMBI, OTCYTCTBHE
a03aIHBIX OTCTYIOB, IOCJIEIOBATEIFHOE BOCIPOU3BEICHUE KITIOYEBBIX OJOKOB C
UCTIONb30BaHUEM CBOOOJHOW CTPOKH MEXIy ad3alamu, Jata, aapec IMOJIydaTes,
BCTYMHTEIbHOE OOpaIleHNue, OCHOBHON TEKCT, TPaIUIIMOHHOE BBIPAKEHUE IIOCIE
OCHOBHOTO TEKCTa, 3aKIIOYHTENbHas (OpMylia BEKIUBOCTH, UM M JIOJDKHOCTH
OTITPABUTEIIS. [TpuHagIEKHOCTD MUY ouszHeca nepeaaeTcs
o01eynoTpeOuTenbHBIMU TepMUHaMu — order, customer, shipment, payment, c.o.d.
(cash on delivery), sale, catalog, samples. Hapsiny ¢ HUMH yHOMSIHYTO Ha3BaHHE
ToBapa — plastics.

K kakoMy 13 »aHpPOB JETOBBIX MUCEM MPUHAIICKHUT MPEICTABICHHBIN TEKCT?
OOpatuMmcsi K JIEKCHKO-(pa3eoOTUIECKUM COYETAHHSM, HCIOIb30BaHHBIM B
nucbMe: We are pleased to have received your order of ...| ... would like to welcome
you as a new customer of ...| Your order for ... will be ready for shipment on ...| It
will be delivered to ... by ... . Dtu nekcuko-pa3eosOrHYecKrue COUCTaHUS
XapaKTEpHBI JJIs1 TAKOW Pa3HOBUIHOCTH JICTIOBBIX MHUCEM, KaK MOATBEPIKICHUE 3aKa3a.
OTO MO3BOJISIET HAM OOBEAMHUTH JBA TOCICAHUX M3 PACCMOTPEHHBIX IMHCEM B OJHY
’KaHPOBYIO PA3HOBUIHOCTb.

[lpomomkuM paccMOTpeHHE MaTepuaisa C TOYKH 3pEHHS >KaHPOBOWU

KaTeropu3alliu JeJIOBbIX MMCEM U MPOAHATIU3UPYEM CIEAYIOUNA 0Opaserl:
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ABC Company
PO Box 32901
London ECAT 2VC

Telephone: 0171 429 5000
Telefax: 0171 320 429

Your ref
Our ref: JLS/ue

3rd July 2004

Mr Harald Jaspers

Wein- und Spirituosen GmbH
Eschbachweg 24

D-40625 Diisseldorf

Dear Mr Jaspers

Your enquiry of 30 June 2004

Thank you very much for your recent enquiry about various gin brands, which we read with great
interest.

We would be glad to deliver any particular gin you require and are enclosing our latest pricelist and
terms of delivery.

Please let us have your detailed enquiry. If you wish to receive any samples, we can send you a trial
pack for your convenience.

We look forward to hearing from you soon.
Yours sincerely

John Smith

J.L. Smith

Sales Manager

Encs

P.S. We also enclose information about some of our special discounts.

(1,c.8)

[Touck TposBICHMIA >KaHPOBOW CHENU(PUKA HAYMHACTCS C BBICKA3bIBAHMS,
MIOMEIIIEHHOTO TI0CJIe BEXJIMBOIO O0palleHus U noa4epkHyToro: Your enquiry of 30
June 2004. Drto ykazanwe Ha oOliee cojaepxkaHue mnucbMa — subject heading.

Crnenytomas 3a HUM (ppaza B Hayasie nepBoro npemioxenus Thank you very much
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for your recent enquiry about ... He OCTaBJsieT COMHEHUH B TOM, YTO 3TO OTBET Ha
UCbMO-3ampoc, T.e. reply to enquiry. Jlornka 3TOro NMUChbMEHHOTO BBICKA3BIBAHHMSI
MOJIHOCTBIO COOTBETCTBYET JKaHPOBOW crHenuuKe: MEHEHKEp 10 TMpoaakam
MOTYEPKUBACT TOTOBHOCTh KOMIIAHUH ITOCTABUTh 3aMHTEPECOBABIIUI KIMCHTA TOBAP
(We would be glad to deliver ...); oH mpunaraeT NpeHCKypaHT W CBEICHHUS 00
yCJIOBHSX TIOCTaBKU (... enclosing our latest pricelist and terms of delivery), a Takxe
MPOCUT 3aKa3zuuka mpuciaTh moapoOHbI 3ampoc (Please let us have your detailed
enquiry.).

IIpuBenem emie 0aHO NUCHMO:

MAXINE SPORSTWEAR MANUFACTURING CO., INC
842 Seventh Avenue, New York, NY 10018

June 10, 2000

Mrs. Sharon Tong
693 Pelham Parkway
Bronx, New York 10422

Dear Mrs. Tong:

We certainly appreciate your interest in Maxine Sportswear. Nevertheless, I am afraid I cannot
supply you with the information you request.

Because we do not sell our garments directly to the consumer, we try to keep our wholesale prices
between ourselves and our dealers. It is our way of meriting both the loyalty and good faith of those
with whom we do business. Clearly, divulging our wholesale prices to a customer would be a
violation of a trust.

However, I have enclosed for your reference a list of our dealers in the Bronx and Manhattan. A
number of these dealers sell Maxine Sportswear at discount.

Very truly yours,

(8, c. 93)

PaCCManI/IBaCMOC MMUCbMO CJICOYCT HCHBHO6HO‘1HOMY q)opMaTy: HUMCCTCA
O(i)I/ILII/IaJIBHBIﬁ 0JaHK aJip€CaHTa, OTCYTCTBYIOT 3,6321]_IH]'::IC OTCTYIIbI, YKA3aHbI JaTa U
aJipeC IOJIy4daTclis, HI/IHIYI_HHﬁ HCIT0JB30BAJI BCTYIIUTCIIBHOC 06paH_[€HI/IC Dear Mrs.

Tong, 3a KOTOpPHIM ClE€IyeT OCHOBHOW TEKCT, 3aBEPIIAIONIMICS 3aKIIOYUTENIbHON
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dbopmynoit BexxmBoctu Very truly yours. Ilocmennme aBa MOMEHTa — BEXKIMBOE
oOpaleHue 1 3aKIT0IuTeNbHas (GopMyna BEKIUBOCTH — TPEOYIOT BHUMAaHUS C TOYKU
3pEHUS HAIMOHAIBHOW KYJIBTYPHI, K KOTOPOH OTHOCHUTCSI COCTAaBUTENh MUChMA: JIET0
B TOM, 4TO MYHKTYyaI¥s (TOYKa IMOCie COKpameHus: Mrs 1 1BoeTo4re mocie haMuInm
ajzipecaTa), CONMPOBOXK/IAIOIIAsI BEXIHBOE oOpallleHne,  JEKCUKO-PPa3eoIornaecKoe
HATIOJTHEHHE 3aKITIOYUTEIbHOU (POPMYIIBI BEKIMBOCTH WACHTH(DHUIMPYIOT aJlpecaHTa
KaK MMPEJACTaBUTENS aMEPUKAHCKON KYJIBTYPHI.

OyHKIMA yKa3aHUS Ha TMPUHAIJICKHOCTH JETOBOMY MHDPY BBITOIHSICTCS
o0IIeynoTpeOuTeIbHBIMA ~ OM3HEC-TEPMUHAMH U, IIHpEe, KIIYEBOH JIEKCUKOU
nenoBoro obmenus: request (... the information you request), consumer (... sell ...
directly to the consumer), wholesale prices, dealer, business (... with whom we do
business), discount (... sell at discount). B muceMe mnpucyTcTByeT ykazaHue Ha
oTpacib (CM. Ha3BaHue Komnanuu Maxine Sportswear Manufacturing).

Hcnonp30BaHHBIE B 9TOM IHChME JIEKCUKO-(Pa3eOIOTHICCKUE COYCTAaHUS H
cBepX(pa3oBble €IWHCTBA MOATBEPKAAIOT KAHPOBYIO MPUHAIIC)KHOCTh MHUChMA —
9TO OTBET Ha MHCHMO-3aIPOC.

OOpatuMcs K APYroMy MUCbMYy:

Dear Sirs

Our order nos. 6531, 6687, 6866 and 6892

As we have repeatedly pointed out to you, prompt delivery on your part is essential if we are to
maintain satisfactory stock levels and fulfill our production schedules.

Each of the four orders listed above has arrived later than the date stipulated, and order no.6892 was
delayed by almost a month, with the result that we have had to reduce production by some 5 per
cent.

We cannot possibly allow this situation to continue, and are sorry to have to tell you that unless you
can guarantee to deliver supplies by the dates specified in future orders, we will be forced to look
for another supplier.

We hope to hear from you very soon.

Yours faithfully

(8, c. 231)
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B mpexncraBieHHOM THChME TaKXKe YUYTEHBI TpPeOOBaHUS IETHLHOOIOYHOTO
dopmata. OO OSTOM TOBOPHUT MHOIO€: PACIOJIOXCHHE OCHOBHBIX OJIOKOB,
BBIpAaBHUBAaHHE TEKCTa MO JIEBOMY U TIPaBOMYy KpasiM, CKOOPJUHHPOBAHHOCTH
BCTyNUTEIbHOTO oOpamienuss Dear Sirs u 3aKIrOYUTEIHON (HOPMYIBI BEKINBOCTH
Yours faithfully, ykazanue Ha oOlee cojepskaHue MHUCbMa, HAJTMYUE CBOOOIHOM
CTPOKM MEXIy ab3amaMu, OCHOBHOM TEKCT M3 JABYX a03aleB W TPaJAWIIMOHHOE
BBIpAKCHHE TTOCIIE HETO.

[Tpunagie:)xHOCTh MHpY OW3HEca TepenacTcsl 3aJeHCTBOBAHHBIMH B TEKCTE
nuchMa OOMICYNOTPEOUTEIPHBIMA TEPMHUHAMH JIEJIOBOTO OOIICHUS, HANpUMED:
delivery, stock, date, order, production, supplies, supplier. >Xanposas
MIPUHAJJICKHOCTh TIMChMa — TUchbMo-kanoba (letter of complaint) — 6e3ommbouHO
nepesaeTcsl BTOPHIM IpeIoKeHHEeM, WHQOPMHUPYIOIUM ajpecata o mpodiieMax, a
TaKXKe 3aKIIOYUTENbHBIM ab3areM, B KOTOPOM aJpECaHT CTABUT KECTKUE YCIOBHSI

JJIA HaHBHefIHICFO ACJIOBOT'O COTPYAHUYICCTBA!

We cannot possibly allow this situation to continue, and are sorry to have to tell you that unless you
can guarantee to deliver supplies by the dates specified in future orders, we will be forced to look
for another supplier.

HpI/IBCIICM AHAJIOTUYHOC ITUCBMO:

Dear Sirs

We ordered 6 filing cabinets from you on 2 July on the understanding that they would be delivered
within one week. However these were not received until this morning.

Unfortunately there have been similar delays on several previous occasions, and their increasing
frequency in recent months compels us to say that business between us cannot continue in such

conditions.

We have felt it necessary to make our feelings known since we cannot give reliable delivery dates
to our customers unless we can count on undertakings given by our suppliers.

We hope you will understand our position in this matter, and trust that from now on we can rely on
punctual delivery of our orders.

I look forward to receiving your comments on this matter.

Yours faithfully

(16, c. 187)
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B paccmarpuBaeMoM oOpasiie TakKe HCIOJIh30BaH LEIHLHOOIOYHBIN (opMmart.
TekcT BBIPOBHEH 10 JICBOMY W TpaBOMY KpasM, Kaxablidi a03al OTACICH OT
MOCTEAYIONIETO  CBOOOAHOW  CTPOKOW,  OTCYTCTBYIOT  a03allHble  OTCTYIIBI.
BerynurensHoe obpamenune Dear Sirs cOOTBETCTBYET 3aKIIOUHMTEIBHONU (hopmyrie
BexxnuBoctu Yours faithfully. OGmeynorpeburensusie Tepmunbl (delay, business,
condition, delivery, date, customer, supplier, position, order) yka3pIBatOT Ha CBS3b
JaHHOTO THChMa ¢ MHpoM Om3Heca. Kakue jexcuko-ppazeonornueckue COYeTaHUS

IMOMOTaroT OIPCACIUTD KAHpP I3TOrIO nmucpma’? HpC)KIIC BCCTO IICPCUUCIIUM HX B

nopsike nosisneHus B texkcre: We ordered ... from ... on ...| ... would be delivered
within ...| were not received until ...| similar delays on several previous occasions|
increasing frequency in recent months| business between ...| continue in such

conditions| give reliable delivery dates to our customers| punctual delivery of our
orders. OueBHUIHO, YTO TMEpPEYHCICHHBIE (PparMEeHTHl MHChMa MOJATBEPXKIAIOT €ro
NPUHAUIKHOCTh K HAa3BAaHHOW paHee Pa3HOBUAHOCTH IHCEM-XKalo0 M Takomy
noABUIY, kKak complaints regarding frequent late deliveries.

HTax, nmepeuyucinM OCHOBHBIE KaHPbI, CHOPMHUPOBABIIUECS B MUpE OM3HEca 3a
MHOTHE JECATHIETHS €ro CYIIECTBOBAHUS: COMPOBOIUTEIBHOE MUCHMO (covering
letter), mucemo-3anpoc (letter of enquiry), nmucemo-odepra (offer), mucrmo-xanoda
(letter of complaint), nucemo-u3Bunenue (letter of apology), nucemo-3asiBka (letter of
application). {5 kaxao¥ >kaHPOBOW Pa3HOBUIHOCTH JIEJIOBOTO MHUChMa XapaKTEPHBI
ocobast JIOTMKa W  CHOENUANbHBIH  HAO0Op  BOCHPOM3BOJUMBIX  JICKCHKO-

(bpa3eonornueckux COYeTaHu 1 KOMIJIEKCOB.
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